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Q&D - Office of Management Programs - Information Resources Unit Records 

Disposition Schedules 

security 
-up activities, including 

failures; improper usage 

02/13/2007

08/31/2008

and 

protection 

b)

12/31/2012

records include all correspondence and related records 
pertaining to the award, administration, receipt, 
inspection and payment of any and all contracts to 
which EPA is a party and which are maintained and 
used by the Agency or Contracting Officer for contract 
documentation and for performance and financial 
monitoring and oversight activities. Also includes 

10/31/2008

Destroy 3 years after all necessary 
follow-up actions have been 
completed.

when report is 

Close inactive records when report is 
completed.

Destroy 3 years after file closure.

when 

Close inactive records when 
superseded or canceled.

Destroy 3 years after file closure.

Close inactive records upon filing of 
final invoice or completion or 
termination of the task order or work 
assignment.

Destroy 6 years and 3 months after 
final payment for the overall contract.
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Representative (COR)
Formerly called Project Officer (PO)

Formerly called Delivery Order 

12/31/2010

Includes records documenting disasters of an 
extraordinary nature, i.e., major natural disasters 
such as floods, earthquakes, and hurricanes (e.g., 
Hurricane Katrina), as well as man-made disasters 
such as space accidents and terrorism (e.g., World 
Trade Center). The Agency Records Officer will notify 

2/28/2011

final invoice or completion or 
termination of the task order or work 
assignment.

Destroy 6 years and 3 months after 
final payment for the overall contract.

upon issuance 

Archives in 5 

Close inactive records upon decision 
to not publish or issue.

Destroy 10 years after file closure.

upon 

upon 

Close file upon transfer to the 
National Archives.

Page 2 of 10R10 InfoPage | One EPA Workplace

10/20/2014http://r10napps3.r10.epa.gov:9876/r10/infopage/infopage.nsf/4bb5d2c2196a420e8825650...



-term federal 

broken pipe) 

and 

2/28/2011

upon 

Close upon completion of all clean 
up and restoration activities.

Destroy 10 years after file closure.

upon 
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services.

08/31/2007

activities of 02/01/2007

all types of agreements with other federal, state, 
or local government agencies, universities, non-
profit organizations, Tribes, and other institutions 
to which EPA is a party, and that support EPA's 
environmental programs (other than Superfund 
site-specific, and waste water construction and 
state revolving fund grants). Specific types of 
agreements include assistance agreements, 
grants, cooperative agreements, interagency 
agreements, agreements for "guest" workers, and 
other types of program support agreements 
administered by headquarters or EPA regions and 
that provide for research, demonstration projects, 
training, fellowships, investigation, surveys, 
studies, or other types of program support 
activities.

Also includes supporting documentation. Specific 
types of records include, but are not limited to, 
documentation of significant actions and decisions 
relating to and supporting the award of 
agreements, documentation of actions and 
decisions relating to the competition of 
agreements, announcements and solicitations of 
funding opportunities, justifications, requests and 
justifications for the non-competitive award of 
agreements, cost estimates, scopes of work, 
correspondence, applications, pre-award reviews, 
funding decisions, award documentation, 

7/31/2010

Close inactive records upon 
completion of project.

Destroy 7 years after file closure.

agreement is 

control 

Destroy records with no 
outstanding payment issues when 
3 years old.

Close inactive records at end of 
calendar year.

Destroy 5 years after file closure.

Close inactive records immediately 
after closeout of the agreement. 

Destroy 10 years after file closure.
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agreements, agreement oversight activities, non
-compliance documentation, dispute 
documentation, audit records, closeout 
documentation for completed agreements; and 
reports and evaluations resulting from 
agreements.

Excludes: Final products and deliverables (EPA 
258), Superfund site-specific grants and 
agreements (EPA 001), and waste water 
construction and state revolving fund grants 
(EPA 232). 

capacity 

management, and 

perfective 

02/13/2007

information to customers
Includes pamphlets, responses to "Frequently 
Asked Questions," (FAQs), and other documents 

02/13/2007

Destroy when 3 years old or 1 
year after termination of system, 
whichever is sooner.

superseded 

Destroy when 1 year old or when 
no longer needed for review and 
analysis, whichever is later.
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reporting.

04/30/2008

compliance with 

02/21/2007

documents relating to the software 
infrastructure of the network or system

02/21/2007

final 

project is 

Destroy 3 years after final 
decision on acceptance is made.

Close inactive records at end of 
year.

Destroy when 5 years old.

old.

Destroy when 3 years old.
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-

& orders, including 

(Formerly 

1/31/2009

10/31/2010

Destroy when 2 yrs. old.

at the 

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred 
to the National Archives.
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12/31/2009

See above for Disposition See above for 
NARA number

See above for Disposition See above for 
NARA number

mitigate risks, 

02/13/2007

maintained for potential system restoration 

GRS 24/4

Destroy 5 years after file 
closure.

system is 

Destroy 1 year after system is 
superseded.

Delete when superseded by a 
full backup, or when no longer 
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10/31/2012

used by Agency personnel in planning, 
preparing, writing, arranging, and 
conducting training programs for EPA and 
non-EPA employees, including state and 
other federal agency personnel. Records 
consist of working files generated during 
training development phase, training 
workgroup meeting notes, correspondence, 
training participation surveys and rosters, 
instructional materials, manuals, and other 
training aids.

Excludes: Records for training 
administered by the Personnel program 
scheduled as EPA 571.

Includes training course plans and 
materials used for personnel and 
management training unrelated to the 
environmental missions of the Agency.

materials - Nonelectronic.
Includes training course plans and 
materials used for training in functions 
or activities related to the 
environmental goals of the Agency and 
its programs.

materials - Electronic. Includes training 
course plans and materials used for 
training in functions or activities related 
to the environmental goals of the 
Agency and its programs.

04/30/2012

Delete when superseded or 
obsolete.

Transfer to the National 
Archives with the permanent 
electronic records to which 
the documentation relates.

Close file upon transfer to 
the National Archives.
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user identification, profiles, 
authorizations, security logs, and 
passwords.

records.

a.

02/13/2007

owned informational 

Records: Technical 

Publications, and 

02/12/2007

Archives.

Destroy when no longer 
needed for administrative, 
legal, audit, or other 
operational purposes.

Close when obsolete, 
superseded or no longer 
needed for reference.

Destroy immediately after 
file closure.
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